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E-Mail ALPERSRU M/00
Subj: CGHRMS ASSIGNMENT DATA SYSTEM

Ref: (@) ALCOAST 327/00
(b) Personnel and Pay Procedures Manual, HRSICINST M 1000.2 (series)
(c) SDA Il User Manual, HRSICINST M5231.2

Introduction This E-mail ALPERSRU provides PERSRU procedures for processing
Assignment Data Worksheets, viewing pending TDY and PCS transfer
information, and accessing the Enlisted Evaluations Database.

Discussion The Self-Service Assignment Data System, announced in reference (a), can
only be accessed from CGSWSH 1. Until CGSWSH-11 is available CG-wide,
PERSRUS s are requested to provide the necessary support to ensure complete
participation. Those units which do not have access to CGSWSH I at their
unit, or a nearby support unit, shall forward the ADC worksheet
(CG HRSIC-2002) to their PERSRU for entry into the el ectronic assignment
system. Command Endorsement, for enlisted personnel only, shall be
completed prior to submission to the PERSRU.

The ADC Workshest is included in shopping lists ordered from CGPC's fax-
on-demand system. It can be downloaded from the ADC Self-Service web
site (http://cghrms.osc.uscg.mil) and HRSIC's web site
(http://www.uscg.mil/hag/hrsic/M SWordForms.htm). The worksheet will also
be included in the next change to reference (b).

The new system also provides access to pending transfer information and the
Enlisted Evaluations Database, in addition to ADC information.

Directives Page 5-D-13 and enclosure (1) of reference (b) will be updated, in change 6,
Affected to reflect the new ADC process.

Pages 2-A-266 through 2-A-270 (Assignment Data Maintenance, L67B) of
reference (c) are obsolete and will be removed in the next change.

Continued on next page
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E-Mail ALPERSRU M/00

Subj: CGHRMS ASSIGNMENT DATA SYSTEM, continued

CGHRMS

Accessto
CGHRMS

The Coast Guard Human Resources Management System (CGHRMYS) is
being developed using PeopleSoft, acommercial off-the-shelf software
product. CGHRM S will gradually replace SDA |1 and PMIS.

PERSRUs will enter assignment data information using CGHRMS, rather
than the Self-service web site applications used by individua members and
commands.

Example:
John Smith's
EMPLID is
1109123.

His Operator
ID will be:
JOSM9123.
His password
will be P9123

Access to CGHRMS requires an operator 1D (user name) and password
issued by HRSIC (CST). All current SDA 11 users will be issued CGHRMS
IDs and passwords. No action on the part of the PERSRU is required, HRSIC
(CST) will automatically create accounts for PERSRU users in CGHRMS.

Operator IDs and initial passwords will consist of a combination of letters
from the member's first name and last name, and the last four digits of the
Employee ID Number (EMPLID). The Employee ID number can be found on
the member's LES.

HRSIC (CST) will begin issuing CGHRMS IDs and passwords immediately.
CGHRMS ID’ s will follow this format:
XXYY 1234 -- Where XX = The first two letters of the user's first name.

YY = The first two letters of the user's last name.

1234 = The last four digits of the member's
EMPLID.

The initial password will follow this format
P1234 -- Where 1234 = The last four digits of the member's EMPLID.
The password must be changed upon initial use.

CGHRMS accounts should be established for all PERSRU users by
01 September 2000.

Continued on next page
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E-Mail ALPERSRU M/00

Subj: CGHRMS ASSIGNMENT DATA SYSTEM, continued

Process
Overview

This table describes the process to be used for manual ADCs.

Stage

Description

1

Member obtains shopping list and ADC Worksheet from CGPC's fax-on-
demand system, or other source.

2

Member completes ADC Worksheet and forwards to Commanding
Officer for endorsement.

Unit CO or designee reviews member's ADC Worksheet and completes
endorsement.

(G2 5

Unit forwards worksheet to PERSRU.

PERSRU enters data from ADC Worksheet into CGHRMS.

PERSRU provides unit with a copy of the data entered into CGHRMS by
printing the system-generated e-mail message and sending to unit via
regular mail, or forwarding the system-generated e-mail directly to the
unit's e-mail address (if unit has access to CTOS e-mail).

Assignment Officer reviews ADC, makes assignment decision and issues
orderg/extension.

PERSRU reviews transfer information using the "Airport Terminal" and
notifies unit when member receives orders.

Data Entry
Procedures

Questions

Released by

Enclosure (1) provides detailed procedures for entering ADC data into
CGHRMS, using the Airport Termina and viewing enlisted evaluations.

Questions may be directed to the HRSIC Customer Service Team (CST) at
785-357-3540.

G. E. SENA
Executive Officer

Encl: (1) PERSRU User's Guide to CGHRMS Assignment Data System
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PERSRU User's Guide to CGHRMS Assignment Data System

Introduction This guide provides PERSRU users' step-by-step procedures to follow when
entering an ADC Worksheet (CG HRSIC-2002) into CGHRMS. Instructions
for using the Airport Terminal and viewing enlisted marks are also provided.

Before you Before you start working with CGHRM S and PeopleSoft, you may find it

begin helpful to take a brief tutorial that will familiarize you with the software. The
tutorial, provided by PeopleSoft, can be accessed and run from within your
web browser by navigating to:

http://www.peopl esoft.com/en/us/services/educati on/pre-class/pre-class75/

In thisguide
Topic See Page
ADC Worksheet Processing 2
Using the Airport Terminal 10
Viewing Enlisted Evaluations 16



http://www.peoplesoft.com/en/us/services/education/pre-class/pre-class75/
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ADC Worksheet Processing

Introduction This section provides procedures for entering data from an ADC Worksheet

into CGHRMS.
Procedure Upon receipt of a CG HRSIC-2002 complete the following steps.
Step Action
1 Start PeopleSoft by choosing Start > Programs > USCG Program Apps >
PeopleSoft.

2 Enter your Operator 1D and Password as issued by HRSIC (CST).

Note: If thisisyour first logon click the Set Password button and change your
assigned password.

Click OK to continue.

3 From the People Tools menu bar choose Go > Develop Wor kforce > Plan
Careers.

File Edit “iew Favorter Usze Setup |nguire Process Report Help

B |8x 2= = (=1 e e = A
Fanaarnd
Hewe window »

v Develop Waorkforce Adrinizter Training [LIS]
Adrminister Workforce ¥ Budget Training [LIS]
Administer B aze Benefitz tanage Competencies [GBL]
Monitor Health/S afety [L1S] tanage Positions
Self Service v Plan Careers
kM anage Human Resources [US] Plan Succeszions [GEL]

R ecruit “Workfornze [LS]
PeopleT oolz

Becent »

Continued on next page



ADC Worksheet Processing, Continued

Enclosure (1) to E-Mail ALPERSRU M/00 Dtd 17 August 2000

Procedure (continued)

Step

Action

4

From the People Tools menu bar choose Inquire> ADC L ookup by Emplid >

Assignment Request.

. Frocess Beportt Help

Career Sazighment Sunmmmarny o |..f |¢!‘,.| & | ‘
»

= Emplayee Surmmarny

Compenzation Summary
Training Surnmary

Immediate Family Surmmary
Arrivals and Departures

ADC Lookup by A0

Enlisted Marks r

ADC Lookup by Emplid

Azzignment B equest
Contact Info
Azzignment Choices

A search panel will display

Enter the member's Employee ID number and click OK.
T

Lmal (]
I-.l—-lhllu-l_
Homr |

Ll M |

Saillr B

Vgl movd ﬂ
ol 152 I

[1] sl Focclt Lo Tiie -

LT3
Cwesl
P
e

The ADC panel will display.

Continued on next page
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ADC Worksheet Processing, Continued

Procedure (continued)

Step Action

6 Click on New button to begin anew ADC

Plai Caseein - 8aguiss - ADC Loskug by Emphd
Fie E Wi Goo Fiewdsd Lhe S npas Pocess Bapot Hep
Ol#|@mx| nlnin]| e sl =] 2elo] sl
Acsgvend Anquest | ContactInk | s granent Chomes |
_ - :;r.-“.l EHEEE
ik Kew In add ses nfoesatisn T :l
E-lm-lfﬂ:'l-:lﬂ
Crmamessl s J Saabifty Fachen
Ges Prix
| Appinwe
7 In the area beneath "Employee Desiresto:" place check marks next to Relocate
and Take International Assignment if these items were marked a 'Y es" on the
member's worksheet.

8 Click the Stability Factors button to open the Stability Factors panel.
=]

Shabelily Fachon:

.

Select | Siability Faclors = Cancal I
il [

Care of Dependent Parents
Care of Elderdy Parenis

Child Cuglody Case

Children in Elementany 5choal
Children in Grade School i
Children in High Schoal [
Familp Memher's Education
F amilp Membar's Heaallh

Add Additi F Ml bz *s: ik hal | a|

=

Click the drop down arrow inside the empty block in the Stability Factors
column to display the list of assignment concerns.

Click on an item to add it to the ADC.

Click on the Add Additional Obstacle button to add another concern.

Repeat this procedure for each concern the member marked on the worksheet.
Click OK after all assignment concerns have been entered.

gk wnN

Continued on next page
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ADC Worksheet Processing, Continued

Procedure (continued)

Step

Action

9

Click on the Geo Prefs button to open the Geographic Preferences panel.
Geographic Preferences
- St?acl Geographic Preferences j Cancel |

I

Canada
East
International
Midwest
Morth
Nollheasl

]

Morth b
South

Adcrsn%lzl!rll'l%?fll’m—l—m:mmﬂeld Choice |

1. Click the drop down arrow inside the empty block in the Geographic
Preferences column to display the list of geographic aress.

2. Click on anitem to add it to the ADC.

3. Click onthe Add Another Pref button to add another preference.

4. Repeat this procedure for each preference the member marked on the
worksheet.

5. Click OK after al geographic preferences have been entered.

10

Enter the member's comments in the space provided. Do not delete or overtype the
system-entered date information ("From ADC dated...").

11

Click on Approve button to open the Command Endorsement panel.

Command Enderzement
o Appraved T Dresniesd Concel
Commante: |Enier commend sndoaement hens. =]
(=]

Type the command comments in the space provided and click the OK' button.

Continued on next page
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ADC Worksheet Processing, Continued

Procedure (continued)

Step | Action

12 Click on the Contact Info tab to open the Contact Information panel.

File Edit “iew Go Favortes: Uze Setup  |[nguire

Blg|@ X aaal 5% 35

. n
Azzignment B quesk | Contact Info t.ﬁ.ssignment Choices I

13 Enter the member's contact Information from the worksheet in the spaces provided.

an Capers - Ingim - ADC Looksp by Emplid
Fim Edt S [ Fyestsxr Lhm Sshp jnpum Feoesa: Aepad Hale

= o R o i i ST S A

Aevgrresni Rsguesl  Tondscl nky ].ﬁs.:nr-erl l:hn-u::.|

Frimany T el phan

Seolord |
I:l-alel: |H1|m Trpe |tmul o Aubdeess

' E sl Homee

| © |Buminess
El r Home |

Dighete 5eleciad Pl

|HTST Cordac Ik Caweotion

Clicking in one of the blocks in the Phone Type coluumn will display alist of

different types of contact information, such a pager and cell phone numbers, which
can be entered.

14 Click on the Assignment Choices tab to open the Assignment Choices panel.

File Edit “iew Go Favortes Use Setup  |[nguire

Blg @ X = &el ==

L]
n
Azzignment Request I Contact |nfa Eﬂ.ssignment Choices F

Continued on next page
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ADC Worksheet Processing, Continued

Procedure (continued)

Step Action
15 Enter the member's assignment choices:
1. Click in the Dept field and enter the Department ID number from the member's
worksheet.
2. Enter the Position Number in the appropriate field.
3. TheJob Code field should fill in automatically when you click in the field. If
not, choose the code from the list that displays.
Eie Edi “em [Go Fzvomes Use Sebp Ingue Process Hepot Help
el &3 x| amlalE] sw =] g8 Slel] He A |
Sshonmieni Fledqussi | Contact Info  Assigement Chices |
Hynzon Aichand J Emplil: 173566
:-::::;..,I-:n 07 8 2000n ;I
Delm| ] |I:Iru|:|t |I]'w|:|i|liun Pasitian | 1y cyiption | Job | Rank™
1_ O DO0MD :I:BIZ EALLATIN -rl |
J | o
Add Anobher Pesd | Deledn Selesimd l:h-w|EHHL: | EWAIL ADL
HTST Agagrmat Choeoas Coection &
Click onthe Add Another Pref button to add more choices.
To remove any choices added by mistake, click the box in the Delete column of the
row you want to remove and click the Delete Selected Choice button. Click OK to
confirm when prompted.
16 Click and drag to highlight the zero (0) in the number (#) column and change it to

the number indicated by the member for the assignment preference order.

Pozition

Delete| #f |Dept Description Mumber Description
1 | 1 :000001 CGC GALLATIM 00030372 DUTY
2 r [ 000003 CGECYIGILAMT oooo1113 DUTY

Continued on next page
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ADC Worksheet Processing, Continued

Procedure (continued)

Step Action
17 - - ‘E]
Choose File > Save or click on the (Save Icon) on the menu bar to save your
work.
18 Use the EMAIL field to enter an e-mail address of a member, command, or
yourself to e-mail atext version of the ADC.
Send it to yoursdlf, then print it and mail to the member or unit as verification
of the data entry.
Or, if the member/unit has access to e-mail (either CTOS-CGSWSII or
internet), e-mail the ADC directly to them.
‘ EMAIL: | EMAIL ADC |
- Click the EMAIL ADC button to send.
Repest this procedure to mail additional copies.
19 Click on the (List Icon) on the menu bar to look up another member and begin
anew ADC.
20 Choose File > Exit to close the application when you are finished processing

ADCs.




Department of Transportation

U. S. Coast Guard

CG HRSIC-2002 (Rev. 08-00)

CG Human Resour ces M anagement System

ADC Worksheet

PURPOSE: Use this worksheet to update assignment data, including requests to be transferred.

1. EMPLID Number:

2. Name (Last, First, MI):

3. Date: 4. Do you desire to relocate? 5. Do you desire an international assignment?
Olyes [No Olyes [ONo
6. Stability Factors 7. Geographic Preferences:
> LI  Family Member's Education 1.
Qg. O Family Member's Health 2
>
2 3|0 Family Member's Job 3.
® 3
S o |l Homeowner 4.
wn S
=0  Other 5.
[0  Prefer Current Location 6.
8. Comments:

9. Work Email address or other address you want the ADC acknowledgement sent to:

10. Home Email address:

11. Business Phone Number:

uolrew.oju|
19€1U0D

12. Home Phone Number:

> 13. Department # 13a. Department Description 13b. Position Number | 13c. Position Description 13d. Rank
@ 1.
B
S 4'
D .
= |5
Q |6
o 7.
o

ps 8.
< 9.

14. Member's Signature:

PRIVACY ACT STATEMENT: This information is requested under the
authority of 37 USC 403 to determine future reassignment preferences.
Disclosure of this information is voluntary. Failure to provide it could
adversely affect job assignment opportunities.

15. Commanding Officer's Comme

nts:

16. Commanding Officer
Approval (Signature):

17. Date:
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Using

Introducti

the Airport Terminal

on The Airport Terminal provides PERSRUs and Command Users with the
ability to view pending arrivals and departures of personnel and to view
member job related information.

Procedure Follow these steps to access the Airport Terminal
Step Action
1 Start PeopleSoft by choosing Start > Programs > USCG Program Apps >

PeopleSoft.

2 Enter your Operator 1D and Password as issued by HRSIC (CST).
Note: If thisisyour first logon click the Set Password button and change your
assigned password.
Click OK to continue.

3 Navigate to the Airport Terminal by choosing Go > Develop Workfor ce >

Plan Careers from the PeopleSoft menu bar.

m Favortes Usze Setup Inguire Procesz Heport Help

Bock 2|1 e e [S2 ed
B Eanwarnd

Mew Window »

v Develop ‘Workforce Adrminizter Training [LUS]

Adrninizter Workforce *  Budaet Training (LUS]

Adrminizter B aze Benefits Manage Competencies [GEL]

konitor Health/S afety [US] M anage Pozitions

Self Service v Plan Careers

i anhage Human Resources [US] Plan Succezsions [GEL)
Recruit Warkforce [US)

FPeopleT ools

|
Then choose Inquire> Arrivals and Departures.

Process Heport Help

Career Azsignment Summary

LB B B

Ermployee Surimary 3
Compenzation Summarny
Training Summary

Immediate Family Summary

Arivalz and Departures

ADC Lookup by A0

Enlizted barks 3
ADC Lookup by Emplid 4

A search panel will display.

Continued on next page

10



Enclosure (1) to E-Mail ALPERSRU M/00 Dtd 17 August 2000

Using the Airport Terminal, Continued

Procedure (continued)

Step

Action

4

If you know your PERSRU's Department ID number enter it in the Department

field and click OK.

Correction -- Arrivals and Departures

Relationship Type:IHuman Resource Site

—

Department:

=l

Cancel

Descrption: I

If you don't know the Department ID number, click the Sear ch button and choose

your PERSRU from the list.

Comection -- Amivals and Departures

Search

i

Relationship Type:IHuman Rezource Site

—

Department:

k.

il

Cancel

Descrphion: I

Search

Detail

i

1

Rel Type DeptlD Deszcr

HRS Q00002 LG aYTRACEN MOBILE -
HRS Q000 4 LG GPwOODS HOLE —
HRS 000020 CG GP KEY 'WEST

HRS Q00042 CG TRACEM YORKTOWHM

HRS 000046 LG ACADE MY o
(HES Ll |SCSEATTLE

HRS Q00055 LG ISC SaM PEDRO

HRS 000056 CG ISC KODIAK

HRS Q000E3 CGISCPORTSMOUTH

HRS 000064 CG SUPRTCEN ELIZABETH

HRS Q000E7 CGISCBOSTON

HRS 00oi14 LG MARSEC

HRS Q0o 28 LG GRASTORIA

of”

Click OK to continue. The Arrivals and Departures panel will display.

11

Continued on next page
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Using the Airport Terminal, Continued

Procedure (continued)
Step Action
5 ck the:

Cli

Arrivals button to view information on personnel ordered into units serviced by

your PERSRU.

Departures button to view information on personnel ordered out of units serviced

by your PERSRU.

06 ISCPORTSHOUTH

ARRIVALS

Depaitures |

- |l:lpa|indu-

From
Liepstl I

D oripbion

RETHER
RETHER
RETHER
RETHER
HETHERA
RETHER
RETHER
RETHER
RETHER
CRETHER
RETHER

HENEEE S

i o e o e o o o i i

4

nnz10a (=3

O0ERS | G5 ACTEURSHIO  Do2isd

003453 | COMMANDCANT |5 00219
00437 [I[l5gb ]
0007 | 05 GF LOS AMGE | D02444

‘JODd42 | 05 PEASDMMEL C 02560

002553 | CEPCENL FERS  DOS7EE
00Z23 |O5PLCOFF FERS | DIZEE
00223 | O5PC OFF PERS | DOZTES

WIDSEE | O Hil SLUPPOAT | 00EEE

00471 | O5 ALITOFF LOUI D0DETE

Ta o
Dephil ¥ s caripetin

Est Est
| Fepat I]I:| Fieport DL |E"’

B
[IL1]

ME0FHIL

M0 PHIL CIMMARN 01 05 200

RSO FHIL CORBARN 0106 2001
MECFHIL CORRMSN 07 052007
TRACEN CP ay' O ' 30 04 2001

"MLCLANT INSP STAF 2609 2000

FORETwHN EMEAE 31082000
CEPC OFFFERS MG 0103 2000
CORMAHDAKT G0 01052001

'CG HO SLPPORT 001 05 200

CGECFORWARD 21052000

0106001 m 07
ETE

20

o 07 2001
0 07 200
31 05 20

2009 2000
o 03 2000
01 07 2000

o o

(M 0B 2000

==
1060086
111283
111343
]
107625
1072657
1R
1042458 —
1Rz

NMTHE =
k

Email thes Seducted loms | Send to Emait

Airport This table describes the data fields appearing in the Airport Terminal panel.
Terminal Data

Fields

Field Description or Purpose

Department Department of employee logged into the PSoft system.

Arrivals A person that has orders into the department.

Departures Employees that are ordered out of the department.

Sel Marksthe item to be sent via e-mail to the addressin the Send to Email field.
Operator ID Operator | D of the person logged into the PSoft system.

From DeptlD Department |D member is departing from

Description The name of the department the member is departing from

To DeptlD Department |D the member is ordered to.

Description The name of the department the member is ordered to.

Est Departure Date Estimated date of departure.

Est Report Date Estimated date of arrival.

Emplid Employee number of the person with the assignment.

Name Name of the person with the assignment.

Short Description The type of orders (PCSor TDY, and reporting or departing).

Position Arrival isthe “go to” position & departureisthe “leaving from” position.
TONO TONO number assigned to employee.

Send to Email: Address to receive items chosen using the Sel field

Continued on next page
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Using the Airport Terminal, Continued

How to Send Use the Airport Terminal's e-mail feature to notify members and units of

Airport pending transfers.
Terminal Data . , , ,
by E-mail 1. Check the box in Sel column in any row to select that information.

2. E-mail the selected rows by entering an e-mail address in the space
provided and clicking on the Email the Selected Items button.

Plam Caiged & - |Faguiie - Aniiyalz aed Depaiuones

Fi= Eck Yew 0o Foobes L Sewp Ingue Procers Aspod Help

EREE RN E=E EEEEE |

Click inthis Catipak Tem |
field to select PR — — |
arow

Amivals | ARAPVALS Depabmes
o T - Ext Est -
I NPHD|MW |n“|p|l}mmlm | Flaspml III:| Fiupel Dt |E-plID |

¢ AETHER -00¢3%5 (CHESDDULLITH ' D0OS08 CGCFOLAA STaR 2011 2001 (2012 2001 1103210 §
~ HRETHER (0202 DN CEGP PORTLAND 062000 207 2001 1006008
RETHER 004555 (CRESDOULUTH D73 [CGESUSEATTLE 31072000 31052000 4103210 |

Enter the address here

al | il

Emeil the Solecied llome | Sond te Email: [isornama@unit ueeo. ol

| HTET CoAkpot Taim Comachion

The addressee will receive the an e-mail message like the one shown below:

™% Drders Authonzation - Message [Plain Text)

File Edit Wiew Insert Format Tools Actions Help |

4 Reply | €54 Reply to Al | o Forward | =] | L4 ||E * | *~ - w - i |

From: psoft@cghrmsdesy . osc.uscg.mil Sent: Thu 10 Aug 2000 1427
To: Etheridge, Richard SCPO
o

Subject: Orders Authorization

| v

FRCH ARRIVAL & DEPARTURE FANEL

Employee ID: 110317 == Peter J.
Locount string: 2P001Z299210RATE0402104
TONO: 1200GS0PRAOCCOOO

Estimated Cost: §5,921.40

R T TR R TR TR T T RARFTFARTANAN

Departmwent Frow: 004555 CG ESD DULUTH ESTIMATED departure: 31-JUL-00
Department To: 000730 CG E3U SEATTLE ESTIMATED report: 31-AUG-00
Position To: 00017300 400 WAGE MAT - DUTY

Ea o o o o o o o o o

Crder Notes LI

Continued on next page
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Using the Airport Terminal, Continued

Sorting Airport  Double click in a column title to sort the table by that column.
Terminal Data
Example: To sort the view by the Employee ID number, double click on the

column header labeled "EmplID".

DEPARTURES Deﬂa't""‘-3| Double clicking
To . Est Est | here sorted the
DeptiD Description Report Dt| Report Dt | table by the
24 07 2000 25 07 2000 employee ID
1308 2000 14 05 2000 number.
09 06 2000 10 0 2000
000129 CG GPPORTLAMD 29062001 2907 2000
002191 M50 PHIL COMMAN 01 05 2001 01 07 2001
2407 2000 25 07 2000
24 07 2000 25 07 2000
Copying Y ou can copy the table's contents from PeopleSoft to another application,
Airport such as Microsoft Excel. Thisis a good way to obtain a printout of the data.
Terminal Data
to Other Note: Only the table data is copied. The table heading rows will not be
Applications copied.

1. Click on the empty gray sguare at the top left corner of the table (next to the
Sel Column Heading and above the row numbers).
Armvals |

Click here
tosdlect | > | gt | O T Dl;mtrlr
thetable P

1 [ |RETHER ;00455

pressing the letter "C"), thisis the keyboard shortcut for the Copy
Command.

3. Start the application you wish to copy the information to (in this example we
use Microsoft Excdl).

4. Position the mouse pointer where you want the table pasted and press
Ctrl +V, or click the paste icon on the menu bar.

Continued on next page
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Using the Airport Terminal, Continued

Copying
Airport
Terminal Data
to Other
Applications
(cont'd)

Data from the Airport Termina will now be displayed in the application.

X Microsoft Excel - Book2 [_ (O] =]

“ﬁ File Edit View Insert Format Tools Data Window Help -|5’|ﬂ

o= S AN Bed D

“Anal = 10 '|BIU|_§§|$/; 00+D t.-E _v&vév:')

015 =] =|

A|EI|C|D|E|F|G|H|IZ|'

| 1 |0 RETHERID 2103 123 CG GF PORTLAMD | 29 06 2001 29 07 2001 1006084

| 2 |0 RETHERID 4555 CG ESD DULUTH 508 CGC POLAR STAR 20112001 2012 2001 1103210

| 3 |0 RETHERID 4555 CG EED DULUTH 730 CG ESU SEATTLE 31 07 2000 31 08 2000 1103210

4
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Viewing Enlisted Evaluations

Introduction The Enlisted Evauations module of the CGHRMS provides PERSRUs and
Command Users with the ability to view an enlisted member's marks history.

Procedure Follow these steps to view an enlisted member's marks.

Step Action

1 Start People Tools by double clicking on the desktop shortcut or choosing Start >
Programs > USCG Program Apps > PeopleSoft HR 7.5 > People Tools.

2 Enter your Operator 1D and Password as issued by HRSIC (CST).

Note: If thisisyour first logon click the Set Password button and change your
assigned password.

Click OK to continue.

3 Navigate to the Enlisted Evaluations Database by choosing Go > Develop
Workforce >

Plan Careers from the PeopleSoft menu bar.

m Favortes Usze Setup Inguire Procesz Heport Help

Bock 2|1 e e [S2 ed

B Eanwarnd
Mew Window »

v Develop ‘Workforce Adrminizter Training [LUS]

Adrninizter Workforce *  Budaet Training (LUS]
Adrminizter B aze Benefits Manage Competencies [GEL]
konitor Health/S afety [US] M anage Pozitions
Self Service (v Plan Careers

i anhage Human Resources [US] Plan Succezsions [GEL)
Recruit Warkforce [US)

FPeopleT ools

|
Then choose I nquire > Enlisted Marks > Employee Review.

Frocess Beportt Help
[ Career Sazighment Sunmmmarny o+ |¢ |ﬁ|£| ‘
= Emplopes Sumrmany 3

Compenzation Summary

Training Surnmary
Immediate Family Summary i ISC SEATTLE

 w Amival: and Departures 5
ADC Lookup by &0 epartures

Enlizted Mark s

A0C Lookup by Emplid ¥  Employes Review Bating

Employes R eview |
A search panel will display.

Continued on next page
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Enclosure (1) to E-Mail ALPERSRU M/00 Dtd 17 August 2000

Viewing Enlisted Evaluations, Continued

Procedure (continued)

Step Action
4 Enter the member's employee ID number in the EmplID field and
click the OK button.
Update/Display All -- Enlisted Marks
EmpliD: ||
Employment Bed Nhl:l_ Cancel |
I Search |
Mame:
Last Hame: I ﬂl
SetlD: IAUSEE
Department: I ﬂ
Mational 1D: I
[ Empl Rcd#t |Job Title Mame
4] | I
Use the Search button to locate a member's employee ID if
necessary.

Continued on next page
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Enclosure (1) to E-Mail ALPERSRU M/00 Dtd 17 August 2000

Viewing Enlisted Evaluations, Continued

Procedure (continued)

Step Action

periods.

evaluation period.

Plan Careers - Inquire - Enlisted Marks

5 The first tab (Employee Review) will display.
- Use the scroll bar at the right of the panel to change evaluation

- Asyou use the scroll bar to change between available
evaluations, the Review Date, From/To Date, Review Type,
Rating Scale and Review Rating fields will change for each

File Edit Yiew Go Favortes Use Setup |nguire Process Beport Help

=1 E3

Ble(®x| e sl o= HE| 2kl £l

Employee Review | Employee Review Rating I

| T = Empl Redt: 0 |
Review Date: 30 11 1999 Review Type: IHegulal VI -
From/To Date: 30111993 3011 1993 Next Review Date:
Business Umit:  AUSCG AllL. 5. Coast Guard Unitz Company: ChA
Department: oao450 CG HRSIC Position: oao0301 7
Job Code: 436031 Senior Chief Y'eoman
Rating Scalec CPOD EV-E3 Performance Eval Scale Scale Type:
Rating Model: EVAL Enlisted Performance E val
Review Rating: R Recommended for Adv

M

[ [HTST

|Employee Review |UpdateDispl: 7
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Enclosure (1) to E-Mail ALPERSRU M/00 Dtd 17 August 2000

Viewing Enlisted Evaluations, Continued

Procedure (continued)

Step Action
6 Click on the Employee Review Rating tab to view an evaluation.
Plan Careers - Inquire - Enlisted Marks [ (O] x|
File Edit “iew Go Favortes Use Setup |nguire Process Beport Help
Ble(#x| a8 sle o= HE| 2kelo] [l
Employes Review  Employes Review Rating |
= D — Empl Redtt: 0
Review D ate: 31051932 Mext Review Date: ;I
Businegs Unit: ASCE ALSCE Salary Plan/Grade/Step: EE
Job Code: 436093 T
Total Weight: ] Weighted Average: 0oo
-Competency Ratings e et ;I
EPP2B Quality of wark [ Excellent
EPF3B bdonitoring 4 ork [ Excellent
EPP4B Using Resources b Excellent
EPP5E Safety [ Excellent
EPFGB Stamina b Excellent
EPF7B Communicating b Excellent LI j
[HTST |Employee Review Rating |Update/Displ: 2
Use the inner scroll bar to scroll through the list of factors
Use the outer scroll bar to view an evaluation from a different
period
The Competency Ratings fields correspond to the factors on
the Enlisted Evaluation Form (CG-3788/series).

7 If you want to view another member's marks, click the
Update/Display Icon ""5| on the menu bar to open the search panel
and enter an employee ID number.

8 Click the Cancel Icon #€ on the menu bar when you have finished
viewing marks.
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